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1. PURPOSE. This Manual prescribes policies governing employee conduct and corrective
disciplinary actions in the Environmental Protection Agency.
2. REFERENCES.
a. Federal Personnel Manual, Chapter 751, "Discipline".
b. EPA Order 3120.3A, dated March 18, 1980, "Employee Alcoholism and Drug Abuse
Program".
c. FPI\g'I letter 751-2, dated February 4, 1983, "Taking Action on the Problem Employee".
d. FPM letter 751-3, dated October 6, 1983, "Suggested Table of Actions for Correcting
Employee Misconduct”.
e. EPA Order 3110.6B, dated July 29, 1985. "Adverse Actions".

¢ GENERAL. The Environmental Protection Agency requires all its employees to adhere to the
Agency Regulations on Employee Responsibilities and. Conduct (40 CFR Part-3) and to maintain
levels of behavior and efficiency which conform to the highest ethical standards and promote the
best interests of EPA and the Federal Service. Likewise, all managers and supervisors are
responsible for maintaining a climate of constructive discipline within their organizations by good
example and practice, clear instruction, fair and equal treatment of all. employees, anti firm and
decisive leadership.

o POLICY. It is EPA Policy that primary emphasis be placed on preventing situations requiring
disciplinary actions through effective employee-management relations and that when work
performance and/or conduct. are not maintained at acceptable levels, constructive corrective action
be taken by responsible supervisors on a timely basis,

o DETERMINING CORRECTIVE ACTION TO BE TAKEN. All EPA supervisors and
management officials are responsible for taking appropriate corrective actions for which they have
been delegated autherity and for recommending to higher level officials disciplinary action
considered appropriate in other cases. Any supervisor or management official with supervisory
duties may take informal corrective actions (paragraph 6 below) and issue official written
reprimands (subparagraph 7a below) unless these authorities have been specifically withheld. The
following principles will be observed in the exercise of both formal and informal corrective actions.

a. Theaction taken must be consistent with the precept of like penalties for like offenses, with
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mitigating or aggravating, circumstances taken into consideration. The action taken should be
fair and equitable; and if a penalty is warranted, it should be no more severe than judgment
indicates is required to correct the situation and maintain discipline. The Appendix to this
Order should serve as a guide to appropriate actions for most offenses.

b. No action may be taken against an employee on any basis prohibited by 5 U.S.C. 2302,
"Prohibited Personnel Practices".

+ INFORMAL CORRECTIVE ACTIONS. When a supervisor decides that corrective action is
necessary, he or she should first consider informal measures which are non-punitive in nature but
which will adequately instruct offending employees and remedy problem situations. Supervisors
are urged to review the facts of individual cases and consider one or more of the following informal
measures before formal corrective actions which are recorded in an employee's official personnel
folder, are used.

a. Closer Supervision. The correction of employee misconduct may require nothing more than
closer supervision. The supervisor should inform the employee of the reason for the closer
supervision and encourage the employee to cooperate to remedy the problem.

b. Oral Admonishment. The most common corrective action is usually the face-to-face session
between employee and supervisor. Such discussions should be conducted in private to avoid
undue embarrassment to the employee. The tone should be informal and relaxed. The
supervisor should advise thee employee of the specific infraction or breach of conduct and
encourage the employee to explain his or her side of the matter or offer any comment he or
she wishes to make. After listening to the employee, the supervisor must decide if he or she
should continue. If still warranted, the supervisor should administer the admonishment and
outline what steps he or she feels are necessary to preclude its recurrence.

c. c.Written Warnings. A written warning should describe exactly what improper actions the
employee is engaging in, outline positive corrective steps, and state what penalty might result
if the actions continue. A copy of the written Warning is not placed in the employees official
personnel folder, but a copy should be retained in the supervisor's personal files. Written
warmnings are often effective in influencing those employees who require a tangible
expression of a supervisors views. This kind of corrective action lacks the give and take of
the oral interview and should usually be employed only if the supervise has already tried an
oral warning or feels that it would be inappropriate.

o FORMAL DISCIPLINARY ACTIONS. A formal disciplinary action may be- an official
written reprimand, a suspension, a change to a lower grade, or removal from the civil service.
Records of formal disciplinary actions become a part of the employee's official personnel folder.
Supervisors should initiate such actions only after coordinating any proposed action with their
servicing Personnel Offices. Detailed information concerning formal disciplinary actions is
contained in the paragraphs below.

a. Official Written Reprimand. An official written reprimand is a letter or memorandum
issued to an employee by an authorized supervisor or management official to correct an
employee's conduct, attitude, work habits, or other factors which have a relationship to his or
her employment, and to maintain the efficiency? discipline, and morale of the work force. It
is filed in the employee's official personnel folder for a period of up to two years. This type
of disciplinary action may be used for a situation or offense which is (1} serious and warrants
more than an informal measure, or (2) in the case of repeated infractions of a minor nature.
(it should not be confused with the written warning discussed. in subparagraph 6¢. above.)
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Before issuing an official reprimand the supervisor must fully discuss the incident with the
employee to permit the employee to present his or her side of the situation. If after the
employee presents his or her views, the supervisor considers a reprimand be warranted, the
supervisor should prepare the written reprimand in accordance with subparagraph 7a(1)
below. (See sample Figure 1.)

1. Contents. The following information shall be incorporated in, the body of an official
reprimand:

a. A description of the facts in Sufficient detail to assure that the employee will
fully understand the violation, infraction, misconduct, or other action or
omission for which he or she is being reprimanded. The supervisor should
include in the reprimand specifics as to times, places, dates, and events and refer
to the discussion mentioned in subparagraph 7a above.

b. A statement that the document is an official reprimand and that it will be made a
matter of record and filed in the employees official personnel folder for a period
not to exceed two years.

c. A restatement of any former incidents if the reprimand is a follow-up of previous
offenses and the action is a continuation of constructive discipline. If the
employee failed to take any remedial action previously stipulated, that fact
should also be included.

d. A warning that any future similar occurrence or other misconduct may result in
more severe disciplinary measures.

e. Assistance which is available to the employee for remedial purposes or as a
means of helping him or her overcome the deficiency and avoid future
recurrence, and any action required of him or her.

f. A statement that the employee may file a grievance under the Agency's
Administrative Grievance System contained in EPA Order 3110.8A or under an
applicable negotiated grievance procedure, whichever applies.

2. Placement and Retention of Reprimand in Official Personnel Folder. The
supervisor shall retain a copy of the reprimand and forward one copy to the servicing
Personnel Office for filing in the employee's official personnel folder. If decided later
through the grievance procedure that the reprimand is not warranted, the reprimand
must be withdrawn by the Personnel Office from the personnel folder and the
employee notified by the Personnel Office of such action. Once the reprimand is
removed, it shall be destroyed and regarded as never having occurred. Reference may
not be made to the withdrawn action as a previous official action, and the reprimand
may not be used or relied upon to support a subsequent action. Unless withdrawn
carlier, a written reprimand shall be removed from the official personnel folder no later
than two years from the date of issuance. A reprimand which is removed from the.
PFC after two years may be referred to in a subsequent adverse action.

b. More Severe Disciplinary Actions. The following corrective actions are considered adverse
personnel actions and require that the procedures in EPA Order 3110.6B, Adverse Actions,
be followed. Supervisors must consult with their servicing Personnel Office in advance of
any proposal to take an adverse action against an employee.

1. Suspension. Suspension is placing an employee in an involuntary non-duty and non-
pay status. Since suspensions result in a loss of productive capacity to the EPA and
represent a financial loss to employees, they should be imposed as disciplinary actions
only after admonitions or reprimands have been used without success or when the
offense requires a more stringent corrective action.

2. Reduction in Grade. While most actions to reduce compensation and most changes to
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C.

lower grade will not be for the purpose of disciplining employees, a change to lower
grade for cause is a valid disciplinary, penalty. There may be instances in which the
employee's conduct warrants demoting him or her from the position but not removing
him or her from the service.

3. Removal. Actions to remove employees from their positions are appropriate when an
employee's misconduct, delinquency, carelessness, or negligence, are such thata
separation from the service must be effected in order to promote the efficiency of the
service. Fighting, repeated or prolonged leave abuse, theft, falsification of official
documents, repeated infractions involving less severe misconduct, or major violations
of Agency codes of conduct are examples of conduct which may require removal from
the Federal Service.

DISCUSSIONS WITH EMPLOYEES. Where a labor organization has been accorded
exclusive recognition, it has the right to be represented at formal discussions between
supervisors or management officials and employees conceming grievances, personnel
policies and practices, or other matters affecting general working conditions of employees in
the particular unit of recognition. Individual counseling sessions concerning individual
problems, actions or work performance conducted. by a supervisor with a unit employee are
not formal discussions, and there is no requirement that the union be given the opportunity to
be represented. However, if the situation involves. questioning that the employee reasonably
believes may result in disciplinary action against him or her, the employee may request union
representation [5 U.S.C,, 7114(a)}(2)(B)]. Any questions about meetings with employees and
invitations to exclusive union representatives to attend meetings should be discussed with the
appropriate servicing Personnel Office prior to holding such meetings.

SPECIAL CONSIDERATIONS: ALCOHOL, DRUGS, AND OTHER PERSONAL
PROBLEMS. In discussing a conduct. or, performance problem with an employee, he or she
may introduce a problem with alcohol or drugs or a personal situation which is affecting
conduct or performance. In other cases, a supervisor may only suspect the existence of
alcohol or drug abuse or a personal problem as the reason for a deficiency. In either of the
above, situations, supervisors should immediately contact their servicing Personnel Office for
guidance and advice on the appropriate steps. In cases of alcohol and drug problems, the
Agency is specifically required to offer rehabilitative assistance. Policies and procedures
related to the Agency Employee Alcoholism and Drug Abuse Program are contained in EPA
Order 3120.3A, dated March 18, 1980.

e o

Howard M, Messner
Assistant Administrator
for Administration and
Resources Management
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Appendix - Guidance on Corrective Discipline

EPA ORDER 3120.1
9/20/85

Determining Appropriate Penalties

The Merit Systems Protection Board. In Douglas vs. Veterans Administration, MSPB Docket No.
AT075299006 (April 10, 1981), has outlined a number of factors that should be considered in
determining the appropriateness of a penalty. While not exhaustive, those generally recognized as
relevant include the following:

1. The nature and seriousness of the offense, and its relation to the employee's duties, position,
and responsibilities, including whether the offense was intentional or technical, or
inadverteat, or was commit maliciously or for gain, or was frequently repeated;

2. The employee's job level and type of employment, including supervisory or fiduciary role,
contacts with the public, and the prominence of the position;

3. The employee's past disciplinary record:

4. The employee's past work record, including length of service, performance on the job, ability
to get along with fellow workers, and dependability;

5. The effect of the offense upon the employee's ability to perform at a satisfactory level and its
effect upon supervisors confidence in the employee's ability to perform assigned duties;

6. Consistency of the penalty with those imposed upon other employees for the same or similar
offenses; ’

7. Consistency of the penalty with any applicable agency table of penalties;

8. The notoriety of the offense or its impact upon the reputation of the Agency;

9. The clarity with which the employee was on notice of any rules that were violated in
committing the offense, or had been warned about the conduct in question;

10. Potential for the employee's rehabilitation;

11. Mitigating circumstances surrounding the offense such as unusual job tensions, personality
problems, mental impairment, harassment, or bad faith, malice or provocation on the part of
others involved in the matter; and

12. The adequacy and effectiveness of alternative sanctions to deter such conduet in the future by
the employee or others.

Not all of these factors will be pertinent in every case, and frequently in an individual case some of
the pertinent factors will weigh in the employee's favor while others may not, or may even
constitute aggravating circumstances.

Table of Offenses and Penalties

This table should be used as a guide by supervisors in order to facilitate comparable action
throughout the Agency, in comparable cases. While penalties for offenses will usually fall within
the ranges indicated in unusual circumstances greater or lesser penalties may be applied unless
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otherwise provided by law. The list of offenses in this table is not meant to be all inclusive. For
offenses not listed, penalties may be imposed which are consistent with penalties listed in the table
for offenses of comparable gravity. Days always means calendar days.

Nature of Offense | 1stOffense | 2nd Offense | 3rd Offense
1. Attendance related offenses
a. Unexcused tardiness.
This includes delay in reporting at the Oral
scheduled starting time, returning from lunch {Oral .

d returning after leaving work station on Oral admonishment to pdmonishment
ana 1 18 g dmonishment n 9% 5-day
official business. 1-day suspension L uspension
4th offense may warrant 5-day suspension to p
removal.
tb. Absence without leave (AWOL).

These penalties generally do not apply to
AWOL charged for tardiness of 1.2 hour or
less. (see 1a above.) This offense includes  [Written S-day
. . . . X {-day to 14-day .
leaving the work station without permission. feprimand to 5- uspension suspension to
enalty depends on length and frequency of Kay suspension pe femoval
absences. If absence exceeds 5 consecutive
work days, employee may be removed at
anytime.
e Failure to follow established leave ;\Zr:_?:;n dio5- {-day to 5-day p-day '
procedures P . suspension pUSPEnsion 1o
) ay suspension removal
2. Breach of safety regulations or practices.
S Written 5-day
a. Where imminent danger to persons or eprimand to 1- I-day to 14-day Suspension 10
property is not involved. liay suspension suspension emoval
ib. Where imminent danger fo persons or
property is involved. . i
"Persons” includes "self". Penalty depends Wnt}en 14-day .
. - I reprimand to suspension to  {Removal
on seriousness of injury or potential injury
. removal removal
and extent or potential extent of damages to
jproperty.
3, Breach of security regulations or practice.
. . . Oral Written S-day
fa. Where restricted information is not . . .
compromised and breach is unintentional. 2d(xjnomshmen tio Eep rimand to 14- [puspension to
-day suspension lday suspension femoval
Ib. Where restricted information is :‘antit;ﬁn 4o 14-day on t R |
compromised and breach is unintentional. P uspension fo cmova
removal moval
30-day
© Deliberate violation suspension to emoval
emoval

action in these cases.

4. Offenses related to intoxicants. Supervisors should follow the procedures outlined in EPA
Order 3120.3A, Employee Alcoholism and Drug Abuse Program, prior to taking disciplinary
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a. Alcohol-related:
(1) Unauthorized possession of alcoholic Written 14-day
b . . . 5-day to 14-day .
everages on Government premises or in reprimand to 5- ensi suspension {o
duty status. day suspension [roponsion removal
(2) Unauthorized use of alcoholic beverages [Written 0-day
. . . . 10-day to 30-day .
while on Government premises orinduty  eprimand to 14- . Suspension to
! suspension
status. day suspension rFemoval
(3) Reporting to or being on duty while Written 14-day
) reprimand to 30- |suspension to Removal
under the influence of alcohol. .
day suspension fremoval
(4) Sale or transfer of an alcoholic beverage Wri
. \ . ritten
while on Government premises or in a duty .
. . " reprimand to {Removal
status or while any person involved is in a ]
luty status. remova
ib. Drug-related:
(1) Unauthorized possession of adrug or 5-day to 30-day 14-day _ IR
controlled substance while on Government . uspension to emoval
. N suspension
remises or in a duty status, emoval
i(2) Unauthorized use of a drug or controlled {14-day 30-day
ubstance while on Government premises or jsuspension to uspension to kRemoval
§n duty status. removal emoval
(3) Reporting to or being on duty while 30-day
der the influence of a drug or controlled  kuspensionto  [Removal
ubstance. removal
4) Sale or transfer of a drug or controlled
ubstance while on Government premises or LRemoval
in a duty status or while any person involved
is in a duly status.
. Making false, malicious or unfounded
R o N TR e
hich tend to damage the reputation or :Sn r:)rvn:lnd to su‘.;p: 5:11011 to ::sf;élaslwn to
ndermine the authority of those [
oncerned.
- Unhygienic practices which annoy or Oral . Wn{ten p-day .
X . admonishment to freprimand to 14- kuspension to
eopardize the health of others. . .
5-day suspension day suspension  removal
. Conduct which is generally criminal,  [Written 30-day
infamous, dishonest, immoral or reprimand to suspension to removal
otoriously disgraceful. removal fremoval
. Abusive or offensive language, gestures, [Written 5-d R . PBO-day
or other conduct. (Also see "Discourtesy”, 9feprimand to 10- ay suspension Suspension to
. fto removal
elow.) day suspension removal
Oral Written 10-day
. Discourtesy to the public pdmonishment to freprimand to 10- uspension to
p-day suspension Jday suspension fremoval

’iﬂ. Stealing, actual or attempted; unauthorized possession of Government property or
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!Property of others.
Written 14-day
a. Where substantial value is not involved.  reprimand to 30- [suspensionto  jremoval
day suspension jremoval
Written
{b. Where substantial value is involved. reprimand to removal
removal
11. Using Government property or
overnment employees in duty status for
ther than official purposes
enalty depends on the vz%lue Qf the property Wnt’ten 5-day suspension 14-day .
r amount of employees time involved, the yreprimand to o removal Suspension 10
ature of the position held by the offending jremoval removal
mployee, and other factors.
(For misuse of Government vehicles, see 43
elow.)
12. Use of official authority or information 14-day I
lfor private gain uspensionto  jremova
removal
. . . Written 14-day
13. Fallyre to obtain requlred clearance of | | primand to 5- 5-day to 14-day Suspension to
jan official speech or article. 4 . suspension
ay suspension femoval
14. Engaging in private business activities [Written 20-day
which result in or create the appearance feprimand to suspension to removal
lof a conflict of interest removal removal
15. Misuse of official Government Wnt.ten d 5-day suspension 1-day .
leredential reprimand to to removal suspension to
removal removal
16. !)ehbjerate mnsrepresentatu}n, ) Written . |14-day
alsification, concealment or withholding . 5-day suspension .
. . reprimand to suspension to
f a material fact, or refusal to testify or to removal
. . . removal removal
ooperate in an official proceeding.
17. Loss or damage to Government
;‘:gzr)ty, records, or information (Also Oral Written 5-day
: admonishment to Feprimand to suspension to
enalty depends on value of property or
removal removal removal
extent of damage, and degree of fault
attributable to the employee.
18. Offenses relating to fighting.
[Penalty depends on such factors as provocation, extent of injuries, and whether action was
defensive or offensive in nature
2. Threatening o attempting to inflict bodily [ Lo 14-day po-day
b arm reprimand to 14- jsuspensionto  suspension to
’ lay suspension fremoval removal
Ib. Hitting, pushing, or other acts against Writien 30-day
A . reprimand to 30- [suspension to removal
another without causing injury. .
day suspension removal
http://intranet.epa.gov/ohr/rmpolicy/ads/cadm/html/app.htm 2/26/2015
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L.Hitting, pushing, or other acts against ;:s:d:r{sian or emoval
another causing injury. renfoval f
19. Delay in carrying out or failure to Oral Written 5-day
lfarry out instructions in a reasonable L dmonishment reprimand to suspension to
ime. removal removal
20. Insubordinate defiance of authority, [Written - .
disregard of directive, refusal to comply  feprimand to 14- Foc:gn:saﬁenswn removal
with proper order. day suspension
21. Sleeping while on duty.
. Where no danger to persons or property is Oral;ep ximand ritten p-day .
volved. to 1- ay eprimand t:? 5- Puspension to
Suspension day suspension kemoval
. Where danger to persons or property is Wm'ten d 14-day . p0-day .
nvolved. reprimand to uspension to suspension to
removal emoval removal
22. Negligent performance of duties
4. Where damage or waste to Government ral Written p-day .
- A dmonishment to jreprimand to 5- suspension to
property is insubstantial, . .
-day suspension jday suspension kemoval
|b. Where damage or waste to Government ;fnrtit;zn dto 10- 5-day suspension ;:;dag sion o
property is substantial P primanc o to removal pe
ay suspension gemoval
23. Offenses related to gambling
a. Participating in an unauthorized gamblmg Sdr:rlllonishmen t1o Written 10-day
activity while on Government premises or in I-da reprimand to 5-  uspension to
duty situations. s pz nsion day suspension. kemoval
{b. Operating, assisting, or promoting Written
unauthorized gambling activity while on . ’
reprimand to jremoval
Government premises or in a duty status or remaval
while others involved are in a duty status. )
Oral .
24. Unauthorized canvassmg, soliciting or fdmonishment to Wnt‘ten dio 14- 10-day fon ¢
eddlmg on EPA premises. 5-day n(*iepmuan . pUspension to
uspension. ay suspension. femoval
5. Participating in a strike, work
toppage, slowdown, sickout, or other job femoval
ction.
6. Indebtedness where operations or Oral Written 5-day
eputation of Agency or its employees are bdmonishment  [FePrimand to 5-  kuspension to
ffected. day suspension femoval
7. Forging o falsifying official [Written
overnment records or documents. feprimand to emoval
removal
8. Borrowing money or obtaining co- KWritten 20-day L emoval
ignatures from subordinates. reprimand to suspension to
http://intranet.epa.gov/ohr/) rmpolicy/ads/cadm/html/app.htm 2/26/2015
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removal removal
29, Unauthorized carrying of fire arms anten 30-day . i
while on EPA premises reprimand to suspension to removal
) fremoval fremoval
30. Conducting personal affairs while in Wntfen 2-day to 10 day p0-day .
reprimand to - . suspension to
jduty status. . suspension.
day suspension. reroval
31, Falsifying time and attendance records Written 10-day
reprimand to suspension to removal
ifor oneself or another employee.
removal removal
Written 14-day 30-day
32. Sexual harassment. reprimand to suspension to suspension to
removal removal removal
33, Discrimination based on race, color, = {Written 14-day 30-day
sex, religion, national origin, age, marital feprimand to suspension to suspension to
status, political affiliation, or handicap.  jfremoval removal removal
34. Interference with an employee's
xercise of, or reprisal against an Written 14-day 30-day
mployee for exercising, a right to grieve, freprimand to suspension to suspension to
ppeal, or file a complaint through removal emoval removal
stablished precedures.
5. Reprisal against an employee for ,
reing ot O e it o
Office of special Counsel, or to an EEQ reprimand to suspension to  jsuspension to
investigator, or for testifying in an official removal removal Femoval
roceeding,
6. Reprisal against an employee for .
xercising a right provided under 5 U.S.C. Written 14-day BO-day
hap 71 (governing Federal labor- reprimand to suspension to  kuspension to
anagement relations). removal removal removal

7. Finding by MSPB of refusal to comply

ith MSPB order of violation of statute
causing issuance of special counsel

omplaint. [5S U.S.C. 1206 (g) (1) and 1207

b)j

Written reprimand to removal, debarment from
[Federal Service not to exceed 5 years, or assessment
of civil penalty not to exceed $1,000.

8. Directing or rendering services not

ontributions. [5 U.S.C. 7323]

overed by appropriations. [5 U.S.C. 3103} pemoval

9. Prohibited political activity.

. Violation of prohibition against political |
removal

. Violation of prohibition against
ampaigning or influencing elections. [§
.S.C. 7324 and 7325]

30-day suspension to removal

0. Failure to deposit into the Treasury
oney accruing from lapsed salaries or
rom unused appropriations for salaries.

removal
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41. Soliciting contributions for a gift for a

superior; accepting a gift from an
employee receiving less pay. [5 U.S.C.
7351]

superior; making a donations as a gift to a

removal

2. Action against national security. [5
U.S.C. 7532}

Suspension to removal

43. Willfully using or authorizing the use
of 2 government passenger motor vehicle
or aircraft for other than official

lpurposes. [31 U.S.C. 1344]

30-day suspension to removal

44. Willful concealment, removal,
utilation or destruction of a public
’:‘Zcord. {18 U.S.C. 2071]

removal

5. Scientific misconduct

Scientific activities include research and development, technical and regulatory support,
onitoring, data collection, review and interpretation of technical studies and assessment of health

d environmental risk,

PA'’s scientific activities include the review and interpretation of technical studies and assessment
ithin program offices. The nature of the task, not the job classification of the individual
erforming the work, determines whether a particular activity is "science". Scientific misconduct
oes not extend to the interpretation of accurately stated scientific information, even when such

interpretation is not widely accepted.

Ia. Fabrication or knowing falsification of :an?::;n dto SL?S-d:x};sion o kemoval
data, research procedures, or data analysis. p p
removal emoval
b. Plagiarism or other misrepresentation, in ;
i cti i .
roposing, conducting, reporttpg, or Written 30-day
reviewing research or other scientific ceprimand 1o susnension to emoval
activities. This includes the deliberate pruman pe
. g . removal removal
isstatement or omission of material
information.
lc Ordering, advising, or suggesting a p0-day . Demotion to
: .o SOOI : suspension to removal
subordinate engage in scientific misconduct. L emoval Iremoval

46. Resources Management

negligence are not intended to be actionable.

f[nitiating and deciding officials should be aware that actions taken in good faith and without

a. Violation of applicable Federal (e.g.
OMB, Treasury, GSA, EPA) resources

management laws, rules, or regulations by an{Written warning [Written letter of 30-day
individual occupying a position where to 3-day reprimand to 30- kuspension to
owledge of such resources management  fuspension day suspension jemoval
aws, rules, or regulations is required by the
osition.
. Advising or ordering a subordinate to
iolate applicable Federal (e.g., OMB, P to 14-day 15-day
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I;l'reasury, GSA, EPA) resources managementsuspension suspension to %emoval
aws, rules, or regulations. removal
c. Managing an organization where Federal {e.g. OMB, Treasury, GSA, EPA) resources
management laws, rules, or regulations have been violated.
Written warning [Written letter of 0-day
1. Where the manager should have had . .
. to 3-day eprimand to 30- fuspension to
tknowledge of the violation(s) . .
suspension day suspension ¥emoval
2. Where the manager had actual knowledge Written letter of 15-day
oy reprimand to 14- lsuspension to removal
of the violation(s) .
day suspension lremoval
d. Violation of Federal (e.g., OMB,
Treasury, GSA, EPA) resources management
laws, rules, or regulations by an individual Oral warning o Written warning P-day
occupying a position where knowledge of re g fto 3-day suspension to
written waming .
such resources management laws, rules, or suspension removal
regulations is not required by the position
(e.g. unauthorized procurement actions.)
e. Any resources management decision or
ction or use of official authority or
influence that results in a violation of the Written warning {Written letter of B0-day
tandards of Ethical Conduct for Employees go 3-day ireprimand to 30- kuspension to
f the Executive Branch at CFR Part 2635 or suspension day suspension [fremoval
in violation of the Federal Acquisition
Regulation at 48 CFR Part 3.104.

NOTE: Any suspension action taken against a member of the Senior Executive Service
must be for 2 minimum of 15 days. See Section 5 U.S.C. 7541 - 7543 and 5 CFR Part 752,
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